State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Associate Governmental Program Analyst 0609-5393-001 50001396 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant DMS/HRO/Payroll, Benefits & SAP Admin
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
RO1
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[ supervisory Lead Person Donna Lane-Mills Staff Services Manager |
APPROVED BY (Personnel Analyst's Name) DATE
BLS 03/22/12
Pe_rl_(i:;enrg of Activity

POSITION SUMMARY

Under direction of the Staff Services Manager I, the incumbent performs a variety of analytical and
technical work of average to complex difficulty with an emphasis on the SAP Human Resources
(HR) Time Management module. Incumbent supports new initiatives set out by upper management
and control agency mandates, and ensures the integrity of the SAP Time Management Module.

ESSENTIAL FUNCTIONS

The incumbent is required to exercise initiative in submitting requests to modify existing
configurations to better meet DWR business requirements in all Time Management (TM) functions
within the SAP module. Incumbent must maintain regular, consistent, predictable attendance;
exercise good judgment; adhere to policies and procedures.

The specific duties are as follows:

20% Evaluates, interprets, and analyzes control agency and government code mandates to determine
impact to our SAP HR TM Module and end users. Documents all changes necessary as a result of
analysis and submits information to DTS HR SAP for the development of the SAP
development/enhancement needed to implement the control agency mandate. Communicates and
works closely with SAP Production team and programmers on program development,
enhancements, and modifications to current programs or reports. Monitors progress, provides
updates to HR management and briefs HR management on all sensitive issues as a result of
changes. Tests all modifications to the SAP HR TM Module in the Development, Quality Assurance,
and verifies system changes in the production environments.

SUPERVISOR’'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR'’S SIGNATURE DATE
Donna Lane-Mills >
EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Associate Governmental Program Analyst 0609-5393-001 50001396 1

APPOINTEE

Vacant

SAP PERSONNEL NO. DIVISION/SECTION

DMS/HRO/Payroll, Benefits & SAP Admin

Percent of
Time

Activity

20%

10%

10%

10%

Analyzes and identifies problems with the SAP HR Time Management Module and identifies and
documents all fixes or configuration needs. Tests fixes in all testing clients prior to changes being
loaded into the production client. Participates in all phases of periodic patch testing and testing
due to SAP software upgrades. Evaluates and prepares documentation identifying the pros and
cons and briefs the Benefits & SAP Administration Manager before signing off and accepting such
changes or upgrades.

Draft correspondence of changes and impacts for our end users for management review and
finalizes and distributes to Administrative Officers and time recorders.

Identifies and resolves TM Payroll and Benefits AquaAssist tickets and advises requestor on
resolution of help tickets. Responds verbally or in writing to inquiries from Administrative Officers,
Time Recorders and employees regarding various time entry issues. Assists Payroll and Benefits
staff, as needed, to resolve routine help tickets. Consults with the Benefits & SAP Administration
Manager on the most complex help desk tickets when needed.

Analyzes and resolves Time Management errors which result from the nightly batch jobs to transfer
time from CATS to HR and Time Evaluation. Assists the functional DTS time analyst on the more
complex errors and their resolution.

Completes various monthly, quarterly, and annual manual uploads of various leave types (FH, PLP,
OA-CTO, Safety CTO) in SAP for applicable groups of employees. Reviews and interprets eligibility
criteria to ensure appropriate leave types are credited. Communicates and confirms with
Administrative Officers and HR liaisons verbally or in writing.

Generates various SAP reports to ensure compliance with TM guidelines. Prepares and distributes
correspondence to communicate corrections needed.

Maintains and conducts DWR Time Recorder beginning and advanced training. (This may require
driving a vehicle on public roadways.) Researches, gathers, and develops all new course material
and hands on exercises for time recorders. Analyzes and confirms course materials to be in
compliance with departmental time recording policy and procedure. Ensures course materials
adhere to control agency policy and bargaining unit contract provisions.

Develops and maintains the DWR Time Recorder’s manual to encompass SAP electronic time
recording in the Cross Application Timesheet (CATS). Evaluates and analyzes current and future
changes due to ratification of bargaining contracts, and any new or revised control agency policies
and procedures related to payroll and benefits for incorporation into the DWR Time Recorder’s
manual. Makes necessary changes and briefs the Benefits & SAP Administration Manager.

DWR 525 (Rev. 1/09) Page 2 of 3




JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Associate Governmental Program Analyst 0609-5393-001 50001396 1

APPOINTEE

Vacant

SAP PERSONNEL NO. | DIVISION/SECTION
DMS/HRO/Payroll, Benefits & SAP Admin

Percent of
Time

Activity

10%

10%

10%

Evaluates requests for security role changes and access for HR Payroll & Benefit related roles.
Ensures SAP access user role requests are consistent and appropriate with end users job duties.
Determines if role modifications are necessary and recommend changes to Benefits & SAP
Administration Manager. Tests needed modifications and ensure security is maintained.

Works with HR’s OM and Reporting SAP Analyst in the following areas:

* Reviews of functional requirements of SAP HR Personnel Administration (PA) and Organizational
Management (OM),

* Identifies, analyzes, and resolves problems with the SAP HR system and identify fixes or
configuration needs

* Works with the Benefits & SAP Administration Manager on report design and development

* Identifies and resolves OM and Reporting Payroll and Benefits Remedy help tickets

Reviews, identifies, and resolves time discrepancies that may cause pay not to issue via the
interface file transfer. Coordinates with SAP and DTS programmers Generate State Controller’s
payroll interface tapes to report dock hours, overtime, shift and hourly pay for Department
employees. Prior to the interfaces being generated, analyzes, identifies, and corrects
discrepancies that may cause pay not to issue.

Researches specific areas of time management to develop policies and procedures. Assists with
development and revisions to End User Procedures for the TM modules of SAP. Conducts periodic
training for Payroll and Benefits staff related to new enhancements or configuration changes to
SAP. Develops procedures for in house use by Payroll and Benefits staff in regard to SAP time
related policies and procedures. Prepares formal memoranda, reports, and correspondence on
time related matters. Acts in supervisor's absence. Completes special projects as assigned by the
HRO managers and may assist in training of new staff.

Keeps current with Human Resources mandates and SAP products. Attends SAP sponsored
training or conduct training for line organizations which may require driving a vehicle on public
roadways.

SPECIAL REQUIREMENTS

Must demonstrate a journey level knowledge of the SAP HR module, HR Security Roles and a basic
end-to-end understanding of DWR’s HR business processes, policies, and procedures; be
responsive and timely when assisting super users and clients with SAP issues; posses strong
Microsoft Excel skills; possess strong communication and writing skills, develop and maintain
working relationships with peers, customers, and management; work cooperatively departmental
managers and supervisors, administrative officers, time recorders, control agencies; adapt to
changes in priorities, and complete tasks and projects with short notice. Travel may be required.
Possess a valid California Driver License. Work overtime on occasion.
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	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R01
	responsibilites: Yes
	IMMEDIATE SUPERVISOR: Donna Lane-Mills
	SUPERVISOR'S CLASS: Staff Services Manager I
	personnel analyst: BLS
	personnel date: 03/22/12
	PERCENT OF TIME: 













20%
	activity: POSITION SUMMARY
Under direction of the Staff Services Manager I,  the incumbent performs a variety of analytical and technical work of average to complex difficulty with an emphasis on the SAP Human Resources (HR) Time Management  module.  Incumbent supports new initiatives set out by upper management and control agency mandates, and ensures the integrity of the SAP Time Management Module.

ESSENTIAL FUNCTIONS
The incumbent is required to exercise initiative in submitting requests to modify existing configurations to better meet DWR business requirements in all Time Management (TM) functions within the SAP module.  Incumbent must maintain regular, consistent, predictable attendance; exercise good judgment; adhere to policies and procedures.  

The specific duties are as follows:

Evaluates, interprets, and analyzes control agency and government code mandates to determine impact to our SAP HR TM Module and end users.  Documents all changes necessary as a result of analysis and submits information to DTS HR SAP for the development of the SAP development/enhancement needed to implement the control agency mandate.  Communicates and works closely with SAP Production team and programmers on program development, enhancements, and modifications to current programs or reports.  Monitors progress, provides updates to HR management and briefs HR management on all sensitive issues as a result of changes.  Tests all modifications to the SAP HR TM Module in the Development, Quality Assurance, and verifies system changes in the production environments. 
	classification: Associate Governmental Program Analyst
	appointee: Vacant
	dwr position number: 0609-5393-001
	sap personnel no: 
	sap position number: 50001396
	division: DMS/HRO/Payroll, Benefits & SAP Admin
	mcr: 1
	percent2: 20%









10%









10%







10%
	activity2: Analyzes and identifies problems with the SAP HR Time Management Module and identifies and documents all fixes or configuration needs.  Tests fixes in all testing clients prior to changes being loaded into the production client.  Participates in all phases of periodic patch testing and testing due to SAP software upgrades.  Evaluates and prepares documentation identifying the pros and cons and briefs the Benefits & SAP Administration Manager before signing off and accepting such changes or upgrades.

Draft correspondence of changes and impacts for our end users for management review and finalizes and distributes to Administrative Officers and time recorders.  

Identifies and resolves TM Payroll and Benefits AquaAssist tickets and advises requestor on  resolution of help tickets.  Responds verbally or in writing to inquiries from Administrative Officers, Time Recorders and employees regarding various time entry issues.  Assists Payroll and Benefits staff, as needed, to resolve routine help tickets.  Consults with the Benefits & SAP Administration Manager on the most complex help desk tickets when needed. 

Analyzes and resolves Time Management errors which result from the nightly batch jobs to transfer time from CATS to HR and Time Evaluation.  Assists the functional DTS time analyst on the more complex errors and their resolution.  

Completes various monthly, quarterly, and annual manual uploads of various leave types (FH, PLP, OA-CTO, Safety CTO) in SAP for applicable groups of employees.  Reviews and interprets eligibility criteria to ensure appropriate leave types are credited.  Communicates and confirms with Administrative Officers and HR liaisons verbally or in writing.  

Generates various SAP reports to ensure compliance with TM guidelines.  Prepares and distributes correspondence to communicate corrections needed.  

Maintains and conducts DWR Time Recorder beginning and advanced training.  (This may require driving a vehicle on public roadways.)  Researches, gathers, and develops all new course material and hands on exercises for time recorders.  Analyzes and confirms course materials to be in compliance with departmental time recording policy and procedure.  Ensures course materials adhere to control agency policy and bargaining unit contract provisions.  

Develops and maintains the DWR Time Recorder’s manual to encompass SAP electronic time recording in the Cross Application Timesheet (CATS).  Evaluates and analyzes current and future changes due to ratification of bargaining contracts, and any new or revised control agency policies and procedures related to payroll and benefits for incorporation into the DWR Time Recorder’s manual.  Makes necessary changes and briefs the Benefits & SAP Administration Manager.  
	percent 3: 10%












10%





10%
	activity3: Evaluates requests for security role changes and access for HR Payroll & Benefit related roles.  Ensures SAP access user role requests are consistent and appropriate with end users job duties.  Determines if role modifications are necessary and recommend changes to Benefits & SAP Administration Manager.  Tests needed modifications and ensure security is maintained.   

Works with HR’s OM and Reporting SAP Analyst in the following areas:  
• Reviews of functional requirements of SAP HR Personnel Administration (PA) and Organizational Management (OM),
• Identifies, analyzes, and resolves problems with the SAP HR system and identify fixes or configuration needs
• Works with the Benefits & SAP Administration Manager on report design and development
• Identifies and resolves OM and Reporting Payroll and Benefits Remedy help tickets

Reviews, identifies, and resolves time discrepancies that may cause pay not to issue via the interface file transfer.  Coordinates with SAP and DTS programmers Generate State Controller’s payroll interface tapes  to report dock hours, overtime, shift and hourly pay for Department employees.  Prior to the interfaces being generated, analyzes, identifies, and corrects discrepancies that may cause pay not to issue.

Researches specific areas of time management to develop policies and procedures.  Assists with development and revisions to End User Procedures for the TM modules of SAP.  Conducts periodic training for Payroll and Benefits staff related to new enhancements or configuration changes to SAP.  Develops procedures for in house use by Payroll and Benefits staff in regard to SAP time related policies and procedures.  Prepares formal memoranda, reports, and correspondence on time related matters.  Acts in supervisor's absence.  Completes special projects as assigned by the HRO managers and may assist in  training of new staff.  

Keeps current with Human Resources mandates and SAP products.  Attends SAP sponsored training or conduct training for line organizations which may require driving a vehicle on public roadways.

SPECIAL REQUIREMENTS
Must demonstrate a journey level knowledge of the SAP HR module, HR Security Roles and a basic end-to-end understanding of DWR’s HR business processes, policies, and procedures; be responsive and timely when assisting super users and clients with SAP issues; posses strong Microsoft Excel skills; possess strong communication and writing skills, develop and maintain working relationships with peers, customers, and management; work cooperatively departmental managers and supervisors, administrative officers, time recorders, control agencies; adapt to changes in priorities, and complete tasks and projects with short notice.  Travel may be required.  Possess a valid California Driver License.  Work overtime on occasion.


	supervisor name: Donna Lane-Mills
	employee name: 


